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GLOBAL PROFESSIONAL IN ADMINISTRATION, DOCUMENT MANAGEMENT AND SECRETARIAL WORKS

Exceptionally talented professional with high knowledge in office administration, secretarial works, document control, records management and customer service with more than 10 years of experience in customer service management, office management, secretarial works and administration. Her achievements has led teams to establish high quality of results under her direction. Jennifer’s experiences include overseeing all phases of the organizations work dynamics. In maintaining high levels of performance, her strategy is to continuously provide excellent support, coaching, training, disciplining and counseling her team.
Her role, expertise and technical know-how as an achiever has led her to be an effective provider of work-efficient management strategies and sound advice which have been beneficial to her organization’s Leadership and Management Teams, Administrators and Top Management.
Career Overview:
o Highly articulate and effective communicator with excellent team-building and interpersonal skills; work well with individuals at all levels. Recognized as resource person, problem solver and creative leader. An individual achiever with superb interpersonal skills and able to establish positive relationship with clients, customers, colleagues and stakeholders. 
o Impressive record of streamlining operations, developing and implementing organizational solutions, and applying overall professional expertise to impact accomplishment of the organization’s strategic goals. 
o Inventive and results driven individual focused on achieving exceptional results in highly competitive environment that demand continuous improvement. She has the abilities and skills to adapt to new environments, a people person and analytical in terms or understanding new job assignments. 
o Her work accomplishments has implemented structures in creating less stressful and yet a dynamic working environment - opening multi-level lines of communication to connect management and employees, instituting much needed training and motivational sessions molding employees to be equipped with all the knowledge and skills to be competitive in global work settings. 

EDUCATION

Bachelor of Arts in Mass Communication, 1999
Secondary School, 1995
SAN PABLO COLLEGE
LAGUNA COLLEGE
Hermanos Belen, San Pablo City, Laguna, Philippines
Paseo de Escudero, San Pablo City, Laguna, Philippines
(Graduated as Magna Cum Laude, 95.7% General Average)   (Over-all Outstanding Student and Achievement Awardee)

HIGHLIGHTS OF PROFESSIONAL EXPERIENCES
Secretary (Senior Assistant-Administrative Coordination)
INTERNATIONAL RICE RESEARCH INSTITUTE (IRRI)
Office of the Director for External Relations
Donor Relations and Projects Coordination
July 2003 – July 2015
Duties and Responsibilities
Responsible for providing efficient, effective and professional secretarial and administrative support to the Director-OER: Receiving all incoming mails and written communications, sorting and referring them to appropriate persons/offices and ensuring
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that all outgoing communications are handled efficiently and files of all records and reports are maintained properly. Assist the Director for OER in managing the day-to-day activities.
· Ensure that calendars are well managed, schedules meetings and trips have no conflict. 
· Handle all appointments/schedules/meetings of the Director- OER, on campus and off-campus; 
· Screen and prioritize all communications, both internal and external, keeping in mind implications, referred them to appropriate persons/offices, and act on those addressed to the Director, OER and ensure confidentiality; 
· Draft letters/memos as appropriate or upon request of the Director-OER; 
· Handle travel plans of the Director-OER, including preparation and organization of appropriate papers (visa application, air tickets, accommodation, etc.); 
· Manage expense reimbursements for the Director-OER 
· Prepare purchase requisition requests for supplies to maintain stocks for OER; 
· Strengthen linkages with other offices within the Institute and maintain good social relation with collaborating agencies and OER’ visitors 
· Book conference / meeting rooms and attend to refreshment requirements; 
· Distribute copies of IRRI annual reports to IRRI constituents; 
Training Assistant
STERLING PAPER PRODUCTS ENTERPRISES, INC.
February 2002 – September 2002
Duties and Responsibilities:
· Conducts, reviews, and consolidates a Training Needs Analysis; 
· Coordinates training programs offered at least one month before the scheduled training; 
· Conducts in-house training programs; 
· Monitors documentation of attendance to training and submit post course report one week after training was conducted; 
· Prepares draft letters and memos as per instruction of the HRD manager. 
University Research Associate
UNIVERSITY OF THE PHILIPPINES LOS BAÑOS (UPLB)
September 13, 1999 - February 28, 2001
Duties and Responsibilities:
· Monitors and prepares endorsements for requests for foreign travel and study leaves (original and renewal), participation in training and availment of scholarships and fellowships for faculty members; 
· Monitors and prepares evaluation materials for the professorial chair awards and faculty grants; 
· Coordinates activities related to the selection process for outstanding teacher, student and academic support service awards; 
· Responsible for receiving incoming and written communications, sorting and referring them to appropriate persons concerned and ensuring that all outgoing communications are handled efficiently and files of all records and reports are maintained properly. 

TRAINING AND DEVELOPMENT
Salesforce End-User Training - Singapore Cliftons, SIN Singapore Singapore, 108 Robinson Road – 25 - 29 June 2013 Administrative Coordination – Philippine Association of Secretaries, Tagbiliran, Bohol, Philippines – October 2013
	
	
	PERSONAL BACKGROUND
	

	Gender
	: Female
	Weight
	: 57 kg.

	Religion
	: Catholic
	Height
	: 5’5 ft.

	Birthplace
	: Manila
	IT Skills
	: MS Microsoft Word, Excel, Ppt and Outlook

	Mother
	: Nida Reyes
	Father
	: Fernando J. Reyes, Sr.
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